INSTRUCTIONS FOR PRINTING “OFFICIAL” POSITION DESCRIPTIONS IN PEOPLEADMIN

URL: https://oshrnc.peopleadmin.com/hr/login - your screen should show ORANGE borders. If not, use
the drop-down box in upper right corner to change to POSITION MANAGEMENT.

Select Staff from the Position Descriptions menu:
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Double-click on the working title of the position:
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When the Position Description appears, select the Reports tab:
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|i] Position Description: Environmental Health Regional Specialist (Staff)  Edit

Current Status: Active B Print Preview (Employee View)

Position Type: Staff Created by: PeopleAdmin & Print Preview

i it i Integrations
Section/Unit: Public Health eg K View Supervisor

W Modify Position Description

Summary Settings History Associated Classification

@ Classification Selection Edit

Classification Information

Classification Title Environmental Health Regional Specialist

BEACON Code L

Salary Schedule Graded

h 0% v



Under the Reports Tab, select Position Description Report:
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This will pull up the officially formatted Position Description Report. Right Click and select Print and it
will print the report, including appropriate signature lines, as well as the ADA Checklist:
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OFFICE OF STATE HUMAN RESOURCES
POSITION DESCRIPTION FORM

Go to copied address Ctrl+Shift+L
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Primary Purpose of the Organizational Unit: —

The Environmental Health Section is responsible for administering a wide variety of programs through three branches: On- View source

Wastewater and Private Wells/Well Contractors Certification Commission, Food and Facilities Protection, and Health Hazzg Inspect element
Control/Children’s Env. Health. The Section performs both regulatory and non-regulatory functions and is responsible for
regulating, and enforcing many laws and regulations. These programs include regulating the permitting and inspection of
systems, restaurants and lodging facilities, camps, public swimming pools, and tattoo parlors. Additional programs includi
inspections of state institutions, child care centers, nursing homes and other institutional facilities along with inspecting, ti
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Print.

Print preview.

monitoring of lead-based paint and asbestos remediation or removal activities. One of the major functions of the Section i feresh

and authorize health department environmental health staff to perform the regulatory functions of the programs overseen Tl e
Section. The Section also develops and promulgates rules in the various programs for adoption by the Commission for P Send to Onehlote

or the Environmental Management Commission. Properties

The On-Site Water Protection (OWP) Brarich oversees statewide programs governing subsurface wastewater disposal systems (septic
systems), private well construction and well contractor certification. Additionally, it includes a Non-point Source program that works to
assess the contribution of septic systems to nutrient loads in sensitive waters of the state. The Branch is the principle agency that
hittp:/ /s BV. Foe2F hr ployer_adhoc_report_config: play oject_id3%3D8063 #110%




